Offer Process Guide

Preparing the Offer

1. Hover over the selected applicant, drag and drop into “Verbal Offer (Prepare Offer).” A side pop-up window
will appear confirming the status change. Click Move Now.

_)

Emery cibulka (Finalist)

Confirm status change

‘

You are about to move Emery cibulka to a different status:

From status: Finalist

To status: Verbal Offer (Prepare Offer)
Communication template: - No template - v
An internal communication will E-mail: Applicant: ® Yes O No
trigger to go out to users on
the job upon status change.
Additional users from Job: O Yes ® No

Additional users from Job

Agency Director Originator
Recruiter O Dean
O Hiring Manager / Panel Head O Interview Panel Member

Additional users from Offer

O HR Rep / Onboarding Delegate 2 O Originator

T

Move now §ancel

2. The next window will populate the Offer Details screen. Navigate down the screen completing all required (*)
and known fields starting at the Offer Details section.

a. Note: The Offer Card will feed important data into an applicant’s offer letter.

_)
Emery cibulka (Finalist)

Offer details a8

Position Number Type: Applicant Application Status
WRP00107 Replacement cassandral cibulka Hired
® New

OFFER DETAILS

Offer Type: Select

Start date:* an 16, 2023 &) Start completing the
l . offer card here.

Day One

Reporting 09:00 am

Time:*

Please enter the "TIME" above in the following format - 00:00 am/pm

SALARY DETAILS

Pay Band: 3 v

Annual salary:

Semi Monthly
Pav =

Save and close Save Cancel




3. At the Onboarding Details section, complete the following fields:
a. Onboarding Form: New hire form
b. Onboarding Workflow: Onboarding
c. Reports to Manager: Manager the new hire is reporting to.
d. HR Rep/Onboarding Delegate: Agency HR Rep who will be responsible for overseeing onboarding
process.
e. HR Rep/Onboarding Delegate 2: Secondary agency HR Rep who will be responsible for overseeing

onboarding process (if applicable)
f. Offer Signed By: Recruiter

>

Emery cibulka (Finalist)

Offer details =]

ONBOARDING DETAILS

Position title: Direct Service Associate 11|
mBoArdg New hire form ~
Form:*
onboarding
~
e S, onbbarding
Reports to
Harry Hire
[ C Jvoitoti i Qs
i hmiy com -
HR Rep /
Ronald Recruiter
e Onboarding Qs
Delegate: nicolet+recruiter@pagsuppeople.com ¥
HR Rep / )
i
e Onboarding ki Qs
Gelogate 2 nicolet*eeo@pageuppeople.com -
'a Offer Signed
Ronald Recruiter
By: Q=
nicolet+recruiter le.com

OFFER PROGRESS

4. Scroll to the Offer Documents section, click Merge Document then Ok to begin the offer letter build.

C @& dhim.dcd. om/beta/ManageAppl pplicar 23198sListViewlrl=.%2Fv5.3%2F provider%2FmanageApplicantsd2FmanageApplications.asp 2 4% = » 08 :

Gmail || DailyWorkflow [ Usefullinks [ KnowledgeBase [| GoogleSheets (] ClientSpecific [ Impleme
dhrm.dc4.pageuppeople.com says

To perform this action the offer card must first be saved.

Do you want to save the offer card now?

Offer details a

No one has been identified as an employee referral. <

@No employee has been set as the successful referrer.

= Offer documents

@Documents attached to the offer appear in the section below.
Add documeo Merge document  ©
Document Date Size Category

Document library:

Name Date Size

@ offer Letters (4)



5. When the Document Merge pop-up window appears, select the appropriate offer letter then click Merge.

& oo

& dhrm.dc4.pageuppeople.com/beta/vs.3/provider/manageApplicants/documentMerge.aspx?sData=UFLItViMtkMMKQIF2ICBIwrulPtx%2FAEe46kgly 1CFExxQHGs8NTNOAqdoLyviUIACIgUZSSLmUASBraVzrofAtYmd 58%2FQgV0sONP12XitKurtl.,. &

Document merge
@ note: Merge template documents MUST be one of the following file types:
« Rich Text Format (File extension = .rtf or .RTF)
= Microsoft Word 2010 or newer (File extension = .docx or .DOCX)
Select documents to merge:

Documents

= Offer Letters

| 1_New_Hire_Classified_Offer_Letter.docx Dec5,2022 15Kb View
O M2 wage_offer_Letter.docx Decs, 2022  15Kb View
om 3_Competitive_Voluntary_Transfer_Classified_Offer_Letter_Sample Oct 14,2022 13Kb View

Oct 14,2022 13Kb View

om 4_Promotion_Offer_Letter_Sample (1)

Select the appropriate offer letter based

on the offer type.

e Merge Cancel

Documents belonging to a different application are marked with an asterisk (*).

Title = Size Category

Save and close m Remove Offer Cancel

6. The offer letter will validate that all required fields have successfully merged. The only potential field that
should not be validated is APPLICANTSTREET2, if this is true, then click Ignore.
a. Note: If additional fields appear, click Back then Cancel to finish the offer card as missing fields have not
been populated on the Offer Card.

-appenpi &

imded @ dhm ded pageuppeople.com/beta/vs.3/provider/manageApplicants/documentMerge aspk?sData=UFUtVjMIT2V0cRhI5vXm2D0xcouzo%2 BAjeq7ABUT KeL Exek SKNwIWw%2FgfMENGWP pHsHiVLIGT fzXeA IAUACTYQq5pNal 8% F NS Fect, . @ [ ]
Document merge

3 some applicant merge information is missing, which may result in the document containing errors.

Below is a list of the missing merge fields. Merge fields marked with an asterisk (*) must be updated manually. To manually correct errors in a new window click here.

Document Missing merge information
1_New_Hire_classified_Offer_Letter.docx APPLICANTSTREET2*

O Retry O Ignore

Validate that only this field is

missing.

Back Cancel

= Application documents

Documents uploaded by the applicant are displayed in blue.

Decuments belonging to a different application are marked with an asterisk (*).

Title = Size Category



7. Once the offer letter has been added to the job card, scroll to the Approval Process section to begin the
approval process. Complete the below field:
a. Originator: User completing the Offer Card, this should default to the logged in User.
b. Approval Process: Select Offer Approval Process.
c. Next Level Manager: Manager who Hiring Manager reports to.

P Offer details - Google Chrome = = %8

@ dhrm.dcd.pageuppeople.com,

UFUtViMthnQLw3SIMRyaV5q ymowbBT7lznLIFb)17 7% TuQf4keq7TPWpRDZKxQ2MMFW FmG39a0dym2PgVOr3Fgr1%2FmIPRvSawl93kSZONgF wrmN:
Dffer details a
UFFER PRUGRLESS

Offer
Accepted:

Date Offer
Accepted:

Yes @ No

Offer
Declined:

Date Offer
Declined:

Yes ®No

= Approval Process
Originator:* Julia Recruiter

Approval Process: Offer Approval Process

Approval workflow initiated: Jan 12, 2023, 10:14am EST

1. Next Level Manager: Cynthia McManager @ You are here

Save and close m Cancel Approve Decline

8. Click Save and Close to begin the approval process.

a. Note: Further action cannot be taken until all users selected in the approval process have reviewed and
approved the offer.

Add a check group:  Select S Add

Add a check type: Select ~  Add

= Approval Process

Originator Julia Recruiter Q-
jamie.norman+juliaRecruiter@dhrm.virginia.gov
Approval Process; Offer Approval Process

1. Next Level Manager: Cynithia McManager Q#

jamie.norman+hiringmangr@dhrm.virginia.gov

5 Application Status

% EXpoOrts

Save Remove Offer Cancel

Sending an Online Offer (Offer Letter)




1. Once the offer has been approved, the Originator (Recruiter) will receive a notification via email.

Offer approved e«

COV Recruitment Team <noreply

to nicolet+r

Dear Ronald,

Offer details for Emery cibulka for position of Direct Service Associate 11, job number 492319, have been accepted and the contract is being processed.
Should you have any queries, please feel free to give me a call on the number listed below.

Kind regards,

KRISTEN HICKS
Hiram Davis Medical Center Recruitment Team

| ©“ Reply _] l“ “ Replyall ) \ > Forward _]

1:48 PM (1 minute ago)

2. Loginto PageUp to send the formal offer letter to the applicant. Navigate to the applicable job, click View

Applications.

¢ , =
PageUpr o Jobs People Reports Settings Recent items Quick search Q

@ Direct Service Associate Il

Raised from: PD-32 - Certified Nursing Assistant

Position Info  Notes  Sourcing  Documents  Reports

Qs
Team Link:
No Team selected
REQUISITION INFORMATION
Reason: Resignation v
Position Title and Number:* WRP0O107 Q -
Details 7
Working Title:* Direct Service Associate Il
Requisition Number: 492319
will automatically create a Requisition Number
RaleTitlefucoaesr Direct Service Associate Il Q=&
Role Title: Direct Service Associate IIl =

NUMBER OF OPENINGS

d: New (additional headcount) or

PageUp (1125)



3. Hover over the selected applicant, drag and drop into “Online Offer Made.” A side pop-up window will appear
confirming the status change. Click Move Now.

_)

Emery cibulka (Verbal Offer (Prepare Offer))

Confirm status change =

You are about to move Emery cibulka to a different status:

From status: Verbal Offer (Prepare Offer)

To status: Online Offer Made
Communication template: -~ No template !
e
Upon moving into this status, the applicant will have the ability to approve or decline an employment offer for this
Job.

On approving the offer, the appiicant will be required to complete the New hire form form

E-mail: Applicant: ® yes O No
Additional users from job: ® Yes O No

= Note

The following will be added to the applicant notes for administrators to view:

Move now pricel

4. The applicant will receive an email notification triggering them to act against the offer. Once action has been
taken, a notification will trigger advising if the applicant has accepted or declined the online offer.



